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9 .EXACT St*V%rrS T I T L E  

Motor Transport Service Files 

. .  Central State Hospital c 

Security and Motor Transport Service Division I Charles G. Payne, Jr. 

The Motor Transport Service Section is responsible for the performance of preventive 
maintenance on, dispatch of and repairs to a fleet of motor vehicles and related logistical 
support at a State Medical Institution. 

- 
. 

. -  Motor.Wansport Service file series include the following: Daily Time Reports (CsH-35), 
Park &e&sition (CSH-684), Property Turn-In and DisposYtion (cs~-611), Supplies Inveatorg 
Casd (CSH-801), Issue Tickets (CSH-315), Requisition (CSH-514), Organizational Control Record 

ent (c=-689), Eguipment Utilization (CSH-778), Unit Equipment Utilization Report 
'Weekly Vehicle Operation Log (CSH-ll), Automotive Equipment Service C M g e s  
Vehicle lnepection (CSH-687); Daily Maintenance Activity (Cm-823), Daily Service 

Activity (C=-824), Repair Order, Equipment Tknafer Notice (CSH-681), Repair' P m t s  Bid Data, 
Vehicle Maintenance Record (Cm-690) and Computer Data Run-Offs. (See attached copies of 

-. : 

forms.) . 
, 

(Attachment I - List of Motor Transport Services description and disposition of files.) 
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13. Is t h i s  the  Record Copy c+f t h e ~ s e r i e s ?  

14. Is there  a dupl icat ion of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  information contained i,n t h i s  : se r ies  ever. summarized o r  published? 

16. Does the, .series contain classi fTed information-. requi r jng  ?ecp.l-'rity handling? 

18. Could the  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 

19. Is the  series (o r  major port ion of i t )  regular ly  microfilmed? 
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17. Does t h e  s e r i e s  document po l i c i e s  and procedures of agency's .operation..or function? K] . [ ]  . . . . .  -. . 

11 bcl 

1 1  prl I f  yes ,  why? 

20. Does the  record s e r i e s  prbvide data as input t o  an EDP f i l e ?  

21. Does the  record s e r i e s  contain documentatyon produced 'as EDP pr in tout?  
. .  . .  - .  - .. 

22. Is the  s e r i e s  a f fec ted  by Federal o r  grant funds? 11 w 
. . .  . . .  .~ . . .  _. . .  23. W i l l  tKere- be:.@ i e e d . f o r - i h e s e  records '10,-:15 years  from'now? If yes ,' what-? 
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24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept up to life c&g&i 'pent. 

a. [ ]STATE b. [ ]STATUTE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  DC]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITAT I ON PERIOD ' LAW DECISION VALUE 

(Cite Law, Statute ,  or other reason for the retent ion requirement) 

-____ p_ 

25. AGENCY RECOUENDATION$. This  agency recommends t h a t  t h e  be c u t  of f  at the  end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

A.[]pestroy immediately a e e r  cut o f f .  . . .  - ' 
-B. [ ]1101d i n  current  f i l e s  a r ea  . . ~ .  ~- qonth(s j /  - .  year(  9 )  ; $hen: ;(See, Attachment 1: . .  
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. .  , - - 3  [ I ~ e s t r o y  after audit (or- ...-y ear(s) a f t e r  s u h i t ) .  , I  

. . .  
I 

~. - . . . . . .  . . . .  .I!. []Hold i n  cuFrent f i l e s  a r e a  inde f in i t e ly .  , -  
D. [ ]Hold i n  current  f i les  area  y e a r (  s )  , then t r a n s f e r  t o  Archives permanently. 

E. []Other 

(Inhieate briefly rationale for  mcomendations.  above/or write addi t ional  remarks) : 
Recommendations for disposition will meet any anticipated requirements f o r  the institution. ) 

, 
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Hecommendations 

in Paragraph 25 

are: 
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Description 
~ 

~ 

Disposition 

Equipment Historical Record Files. 
at the time of delivery or transfer of equipment to 
the facility. Documents reflecting preventive maintenance of the fleet. 
and/or repairs performed dur& the life of the equipment, 
specifications of equipment, waxranty carried on equip- 
ment, and unit/depaxtment assigned. 

!Chis file begins Destroy after equipment salvaged 
or transferred from the inventory 

Preventive Maintenance Inspection Report Files. 
reflecting; the performance of preventive maintenance ser- 
vices, repqirs and checkouts. 

Documents 

Motor Transport Service Activity Reporting Files. 
ments used to assemble data pertaining to maintenance, 
utilization and labor on all motorized equipment. 

Docu- 

Supplies Inventory Card. 
status and inventory of repair parts on hand. 

Index cards (sff x 811) showing 

MTS Logistical Files. 
administration. 
requisition of motorized equipment and supplies, issuance 
of supplies, requests for bids on supplies-and equipment, . 
and turn-in of equipment. 

Documents relating to logistics 
Included are documents pertaining to 

Destroy on posting to equipment 
historical record files. 

Cut off on completion of the 
communication, study, survey, 
report or other action. Destroy 
in blocks after an additional 
three months, six months or one 
year. Earlier destruction is 
authorized. 

Destroy when cad is fu l l  and 
inventory posted to new card. 

Cut off end of fiscal yeax, hold 
in current files axea one year, 
then destroy. 


